University of Mississippi

eGrove
Newsletters

American Institute of Certified Public
Accountants (AICPA) Historical Collection

10-1979

Practicing CPA, vol. 3 no. 10, October 1979
American Institute of Certified Public Accountants (AICPA)

Follow this and additional works at: https://egrove.olemiss.edu/aicpa_news
Part of the Accounting Commons, and the Taxation Commons

Recommended Citation
American Institute of Certified Public Accountants (AICPA), "Practicing CPA, vol. 3 no. 10, October 1979"
(1979). Newsletters. 1791.
https://egrove.olemiss.edu/aicpa_news/1791

This Book is brought to you for free and open access by the American Institute of Certified Public Accountants
(AICPA) Historical Collection at eGrove. It has been accepted for inclusion in Newsletters by an authorized
administrator of eGrove. For more information, please contact egrove@olemiss.edu.

The
Practicing
CPA

OCTOBER 1979

An AICPA publication for the local firm

IS YOUR FIRM ACQUIRING A COMPUTER?
A recent survey conducted by the American Insti
tute of CPAs indicates that the use of computer
systems in CPA firms has risen dramatically from
675 systems in 1974 to approximately 3,245 sys
tems at the present time. As prices for all types of
equipment continue to drop and performance
capabilities rise, the likelihood of an affordable
computer becoming available to your firm is in
creased.
Several computer vendors are using the new
cost performance breakthroughs to market lowcost combinations of computer hardware and so
phisticated application software, and the number
of products from which to choose in meeting in
formation processing needs is rapidly expanding.
Consequently, you may face a problem in selecting
the most cost-effective system from the many al
ternatives available.
The fact that many of the new systems are low
in cost does not mean that careful consideration
should not be given to analyzing products and ven
dors. A system that fails to perform reliably or to
provide data processing performance in proper
relationship to its cost can have a far-reaching and
disruptive effect on your firm’s operations.
To assist CPAs with the selection of a computer
system, the computer services division of the
AICPA has recently published a set of guidelines,
titled Guidelines for General System Specifica
tions for a Computer System. The guidelines pres
ent both a systematic selection approach and cer
tain general system specifications which should be
considered when choosing data processing equip
ment. Although directed specifically at selecting
a computer for a CPA firm, the guidelines may also
be useful when assisting clients with the same
process.
Even though various firms will have different
requirements for utilizing a data processing sys
tem, the guidelines suggest that the following steps

always be applied to some degree when evaluating
any system:
□ Specification development—Define the exact
specifications the data processing system
must meet in order to satisfy current and
projected needs.
□ Request for proposal—Formalize a pro
cedure for soliciting proposals from vendors
based on the data processing specifications
that have been developed.
□ Evaluation and selection—Evaluate each
vendor’s proposal against the specifications
and determine which one provides the great
est fulfillment per dollar of cost.
The degree to which these steps are performed
should be determined by the importance and com
plexity of the required specifications, rather than
simply by the cost of the data processing equip
ment to be acquired. Typically, these specifications
will fall into the following categories:
□ Application specifications—Those character
istics you consider desirable for a particular
use of a data processing system, such as your
time and billing procedure.
□ General specifications—The features you
think are necessary for all uses made of your
firm’s data processing system. These specifi
cations might include certain reliability re
quirements in order for the computer to be
operated in accordance with a specific op
erating schedule.
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The application specifications for a new data
processing system will be determined primarily
by a particular need. The general specifications,
however, are somewhat universal, and should be
considered before the acquisition of any new data
processing system.
The guidelines recommend certain criteria for
establishing general computer specifications and
explain the following 12 areas of major impor
tance.
□ Adequate documentation—The documenta
tion provides the necessary bridge between
the system and the people who will operate
and use it. The documentation should in
clude all necessary instructions to permit
effective use of the system.
□ Adequate processing capacity—The process
ing capacity of a system is the speed at
which it can receive input and provide a fin
ished output. The capacity of the system you
acquire will be a measure of its usefulness
because it will determine whether or not
work can be performed according to a re
quired time schedule.
□ Adequate data storage—The data storage
capacity of a system relates to the maximum
amount of information that can be retained
at any one time. Any system you acquire
should not only be able to handle your cur
rent information storage requirements but
should also provide additional capacity for
future growth.
□ Adequate work-load expansion capability—
A data processing system should be suffi
ciently flexible in terms of equipment and
software modifications to allow easy re
sponses to increases in the volume of work
and to changes in the firm’s application re
quirements.
□ Data controls—The ability of a system to
minimize errors and to check the accuracy
of data is a function of the data controls
provided. So, make sure that the system has
an acceptable level of controls that will pro
vide sufficient reliability.

□ Security—The reliability of a system is af
fected by the ability to protect data that are
being processed, as well as the processing
facility itself. You must analyze how well
your information will be protected from un
authorized access, damage and destruction.
□ Adequate uptime—The system you ultimate
ly select should be able to provide continu
ous operations in accordance with your spe
cific processing schedule. The time during
which a system is fully operational and avail
able for use is often referred to as uptime.
□ Support by vendor—The reliability of a data
processing system will also depend to a great
extent on the support services offered by a
vendor in conjunction with the system. Some
examples might include equipment repair
and maintenance, technical training, and as
sistance in conversion and implementation.
□ Physical facility—The installation of data
processing equipment may impose some ad
ditional requirements on your firm’s physical
facilities. You should evaluate the cost and
effort involved for necessities such as floor
space, supplemental air conditioning and
communications facilities.
□ Personnel requirements—The level of ex
pertise required to operate the data process
ing system will have a direct impact on your
ability to effectively integrate the system into
your working environment. In evaluating
any new system, it is always important to
consider the precise data processing apti
tude, education and/or experience required,
and then to determine how you can provide
the necessary personnel.
□ Contract provisions — The contractual
agreement between you and your data proc
essing vendor can often be essential to the
success of your system. Contract provisions
should be established to ensure proper per
formance, reducing chances of delays in de
livery, eliminating unforseen expenses and
reducing disagreements as to compliance
with specified commitments.
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□ Cost justification—The final and, probably,
most important consideration concerns ac
quiring the data system at a cost which is
justifiable in terms of your firm’s needs and
anticipated benefits to be derived from it.
If the system cannot be justified in terms of
its development, start-up and operating
costs, then it should not be acquired.

If you are selecting a system for your firm, you
should review the capabilities of each product in
light of the above general considerations. No mat
ter how small or inexpensive the data processing
system, these specifications should help determine
its overall usefulness and help you to do a better
job of selecting among the many alternatives.
You can obtain copies of these guidelines from
the AICPA’s order department for $4.50. Other
published guidelines in the series include Guide
lines to Assess Computerized Tax Return Systems
($3.50) and Guidelines to Assess Computerized
General Ledger and Financial Reporting Systems
for Use in CPA Firms ($6.50).

-Mark L. Hildebrand, CPA
South Bend, Indiana

Small Firm Committee Reports

The AICPA’s special committee on small and
medium-size firms has just issued an interim re
port, the full text of which is contained in a special
supplement to the CPA Letter of September 24.
Among the actions taken by the committee this
year was the formation of five task forces. These
task forces are to gather statistics on firms of
varying sizes; seek ways to increase the influence
of local firms in the standard setting process and
encourage their participation in AICPA and state
society activities; suggest methods by which local
firms might be more effective in areas such as
staff recruitment, training and evaluation; make
recommendations as to how the financial commu
nity might be better informed of the quality con
trols applicable to all firms; review practice devel
opment activities to see if any are unfair, and
assist firms in developing programs that will
make them competitive.
The committee will hold public hearings at sev
eral locations across the country during Novem
ber to obtain the views of people who were not
included in earlier interview procedures.

Advertising by CPAs—
Results of a Field Test
Last February, the Practicing CPA published the
results of a survey on firms’ plans for advertising.
It seemed, then, that few CPAs were in a rush to
take advantage of the Institute’s revised ethics
rule, and many preferred to wait and see what
others were planning. Consequently, there has
been considerable interest in the few advertise
ments that have been subsequently placed by CPA
firms. Here, then, is the report of one practitioner
who decided to give advertising a try.
In a field test of advertising for tax work, I
placed three-by-two-inch displays that advertised
the preparation of short-form returns for $25 and
other tax returns for $50 in a major newspaper in
Dallas. The advertisements ran from the first week
of February 1979 to the first week of April.
In a deliberate attempt to avoid any flamboyant
or punchy text, the remainder of the advertise
ments merely stated that the services were person
alized and available year-round, and requested
that people call for an appointment (a phone num
ber was given). Also, the advertisements disclosed
that consultations could take place on weekends
and during evening hours.
The advertisements were run on various days of
the week and normally appeared in the first sec
tion of the paper. One week, two smaller advertise
ments were used rather than a single, large one,
and a few advertisements were run in some neigh
borhood papers.
A significant result of the test was the high
quality of the clients obtained. The following chart
comparing fees charged illustrates this.

Exhibit 1

Average Fees Charged Per Return
Existing
clients

Clients
obtained by
advertising

Clients
obtained
by referrals

Overall
average

$121

$127

$137

$128

Some factors that explain the relatively minor
differences in average fees charged are that
□ Minimum fees were not enforced for existing
clients.
□ No one answering the advertisement quali
fied for the short form.
□ Referrals, as usual, produced some clients
with very complex tax problems.
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I could find no difference in the attitudes of
clients who responded to the advertisements and
the attitudes of those clients obtained by referrals
and personal contacts. People who answered the
advertisements were much like those obtained by
more traditional business development methods
(possibly due to the filtering effect of the $50 mini
mum fee for a long form), and professional rap
port was established just as easily.
Another result I noticed was the cumulative ef
fect of the advertisements. This can be seen from
the next chart which indicates when during the
tax season most returns were prepared for clients
in each of three categories. Early returns were pre
pared by the end of February, midseason returns
were prepared during March and late returns from
April 1 to April 15.
Exhibit 2
Chronological Breakdown of Tax Return
Preparation
Clients
obtained by
advertising

Clients
obtained
by referrals

Period

Existing
clients

Early

19%

6%

45%

Midseason

47%

38%

11%

Late
Totals

34%

56%

44%

100%

100%

100%

Although the advertisements were run with ap
proximately the same frequency throughout the
tax season, the chart shows a steady growth in
responses, with over 50 percent coming late in the
season. No responses could be identified as coming
from neighborhood newspapers, and the two
smaller advertisements did not seem to produce
the same results as the single, large ones.
People’s comments also illustrate this cumula
tive effect. One respondent said, "I saw your ad
vertisement in the paper yesterday,” whereas, in
fact, one had not appeared for three or four days.
Another person referred to my location, although
this part of the advertisement had been dropped
some weeks before in order to draw from a larger
area. In addition, although all results shown in the
tables are given as of April 15, clients who had pre
pared their own automatic two-month extensions
continued to answer the advertisements after that
date, but not in numbers that would have signifi
cantly changed the figures shown in the charts.
In exhibit 3, one can see that approximately
two out of every three new clients and dollars
billed were due to advertising.

Exhibit 3
New Business by Source—Percentage of
Returns and Fees
Number of
returns

Fees

Referrals and
personal contacts

36%

38%

Advertising

64%

62%

100%

100%

Source

Total

I also compared the cost of the advertisements
($700) with the fees they generated ($2,032). This
shows that a dollar spent on newspaper adver
tising produced almost three dollars in additional
income.
Probably the best question to ask anyone who
has tried something new is, “Would you do it
again?” The answer in this case is yes. However,
anyone who expects to create an instant tax prac
tice just through advertising will be very dis
appointed. The number of responses generated
was quite modest.
Nevertheless, I think that the advertising, at
least for tax clients in this field test, did much
more than just pay for itself. It increased the prac
tice growth rate, had a cumulative effect and
brought in high quality clients.
Finally, I believe that one of the most significant
conclusions to be reached from this test is that,
if we in the profession really knew what we were
doing in advertising and could increase its overall
effectiveness by even a small amount, we could
produce significantly better results.
-by Robert L. Huff, CPA, Dallas, Texas

Suggested Wording for Compilation
and Review Reports
Statement on Standards for Accounting and Re
view Services no. 1, Compilation and Review of
Financial Statements, indicates, in footnotes 3 and
4, that the term comprehensive basis of accounting
other than generally accepted accounting prin
ciples is defined in Statement on Auditing Stan
dards no. 14, Special Reports. Guidance on suitable
titles for financial statements prepared on a cash
or tax basis is also provided by SAS no. 14.
Some members have asked the Institute’s tech
nical information service what sort of language
they should use for the accountant’s compilation
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and review reports on cash or tax basis financial
statements. Here are the staff’s suggestions.
Compilation Report on Financial Statements
Prepared on the Cash Basis
The accompanying statement of assets and liabilities
arising from cash transactions of XYZ Company as of
December 31,19XX, and the related statement of
revenue collected and expenses paid for the year then
ended have been compiled by me (us).

A compilation is limited to presenting in the form of
financial statements information that is the repre
sentation of management (owners). I (we) have not
audited or reviewed the accompanying financial state
ments and, accordingly, do not express an opinion
or any other form of assurance on them.

The Company’s policy is to prepare its financial state
ments on the basis of cash receipts and disbursements;
consequently, certain revenue and the related assets
are recognized when received rather than when earned,
and certain expenses are recognized when paid rather
than when the obligation is incurred. Accordingly, the
accompanying financial statements are not intended to
present financial position and results of operations
in conformity with generally accepted accounting
principles.*
Compilation Report on Financial Statements
Prepared on the Entity's Income Tax Basis

The accompanying statement of assets, liabilities,
and capital—income tax basis of ABC Partnership as of
December 31,19XX, and the related statements of
revenue and expenses—income tax basis and of changes
in partners’ capital accounts—income tax basis for
the year then ended have been compiled by me (us).

A compilation is limited to presenting in the form of
financial statements information that is the repre
sentation of management (owners). I (we) have not
audited or reviewed the accompanying financial state
ments and, accordingly, do not express an opinion or
any other form of assurance on them.
The Partnership's policy is to prepare its financial
statements on the accounting basis used for income tax
purposes; consequently, certain revenue and the related
assets are recognized when received rather than when
earned, and certain expenses are recognized when
paid rather than when the obligation is incurred. Ac
cordingly, the accompanying financial statements are
not intended to present financial position and results of
operations in conformity with generally accepted
accounting principles.*

Review Report on Financial Statements Prepared
on the Cash Basis

Accountants. All information included in these financial
statements is the representation of the management
(owners) of XYZ Company.
A review consists principally of inquiries of company
personnel and analytical procedures applied to financial
data. It is substantially less in scope than an examina
tion in accordance with generally accepted auditing
standards, the objective of which is the expression of
an opinion regarding the financial statements taken as
a whole. Accordingly, I (we) do not express such an
opinion.
As described in Note X, the Company’s policy is to
prepare its financial statements on the basis of cash
receipts and disbursements; consequently, certain
revenue and the related assets are recognized when re
ceived rather than when earned, and certain expenses
are recognized when paid rather than when the obli
gation is incurred. Accordingly, the accompanying finan
cial statements are not intended to present financial
position and results of operations in conformity with
generally accepted accounting principles.

Based on my (our) review, I am (we are) not aware of
any material modifications that should be made to the
accompanying financial statements in order for them to
be in conformity with the basis of accounting described
in Note X.
Review Report on Financial Statements Prepared
on the Entity's Income Tax Basis

I (we) have reviewed the accompanying statement of
assets, liabilities and capital—income tax basis of XYZ
Company as of December 31,19XX, and the related
statements of revenue and expenses—income tax basis
and of changes in assets, liabilities, and capital—income
tax basis, for the year then ended, in accordance with
standards established by the American Institute of
Certified Public Accountants. All information included
in these financial statements is the representation of
the management (owners) of XYZ Company.

A review consists principally of inquiries of company
personnel and analytical procedures applied to finan
cial data. It is substantially less in scope than an
examination in accordance with generally accepted
auditing standards, the objective of which is the expres
sion of an opinion regarding the financial statements
taken as a whole. Accordingly, I (we) do not express
such an opinion.
As described in Note X, the Company’s policy is to
prepare its financial statements on the accounting basis
used for income tax purposes; consequently, certain
revenue and the related assets are recognized when re
ceived rather than when earned, and certain expenses
are recognized when paid rather than when the obli
gation is incurred. Accordingly, the accompanying finan
cial statements are not intended to present financial
position and results of operations in conformity with
generally accepted accounting principles.

I (we) have reviewed the accompanying statement of
assets and liabilities arising from cash transactions
of XYZ Company as of December 31,19XX, and the
related statement of revenue collected and expenses
paid for the year ended, in accordance with standards
established by the American Institute of Certified Public

Based on my (our) review, I am (we are) not aware of
any material modifications that should be made to the
accompanying financial statements in order for them
to be in conformity with the basis of accounting
described in Note X.

*The accountant may wish to omit this separate paragraph
when the statements include a note which adequately
discloses the basis of presentation used.

Note: Statements on Standards for Accounting and Review
Services provide guidance to the accountant who performs
services in connection with unaudited financial statements or
other unaudited financial information of a nonpublic entity.
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Professional Fees—
A Product of Good Timekeeping

For most professional firms, time spent to render
a service is a key element in the determination of
fees. While ascertainment of the dollar rate is
based on a number of factors, some of which are
judgmental, time spent can be calculated precise
ly. Therefore, since time is the basic and most ob
jectively measurable element of the cost of sales
of a professional practice, the knowledge of how
staff members spend their workday is vital.
There are still some professional firms that do
not keep complete time records on the premise
that they know how long it takes to service clients.
However, when one keeps exact track of one’s
workday, the results are often surprising. A tele
phone call here, a research question there, a con
ference with an attorney all add up. Before long
the two-day-a-month client actually accounts for
two and one-half days.
Maintaining precise time records serves several
functions. The records provide objective data for
billing, aid in selling the fee, help control job costs
and furnish a historical base for future proposals.
A rough estimate of time spent is not likely to
convince a client that his fee should be increased.
However, if the practitioner can provide statistical
proof that the job ran to X additional hours per
year, the client may be more readily persuaded.
If clients are kept informed of the cost of ac
counting services from the beginning of the asso
ciation, they will adjust to paying higher fees as
their needs for professional services grow. Time
records that are summarized by client, personnel
and task, and which are analyzed regularly, indi
cate what services are being performed and can be
a helpful tool in client relations.
A practitioner who becomes aware of an inad
equate fee at the outset of an engagement can pro
pose methods for either reducing the total time
required to do the job or for shifting certain as
pects of the work to a staff member with a lower
billing rate. The key value in maintaining and an
alyzing time records is the timely availability of
significant data upon which action can be taken.
The foundation of any timekeeping system, re
gardless of its level of sophistication, is the indi
vidual time report. This report should account for
the entire workday including overtime of each
individual. At the very least, it will provide data
for determining the cost of clients’ work as well
as a basis for paying employees. In its more re
fined versions, particularly when the data are used
as input for electronic data processing (EDP) sys

tems, the information can be analyzed in many
different ways for varied uses.
Computerized time reporting systems are broad
ly available today through service bureaus, ter
minals and minicomputers, and EDP can be feas
ible and worthwhile to smaller local firms (six or
more staff members) if the information generated
is fully utilized.
The benefits of converting a time reporting sys
tem to EDP are not only in the labor saved but also
in the abundance of additional data generated. By
utilizing a computer, hours can be multiplied by
applicable rates and can immediately show dollar
amounts. A major cost of an EDP system is the
manpower and time required to feed information
into the computer. Once the input is completed
and the system allows the information to be used
in many different ways, there is relatively little
additional cost.
Exhibit 1 is a sample detailed billing report of a
professional firm (in this case an architectural
firm) that lists every task performed by all staff
members for a particular client. This type of client
report can be accumulated based on the 12-month
year of the CPA (or any other professional) firm,
or they can be retained on an ongoing basis until
a long-term project is completed. The reports pro
vide more than billing information; they also sup
ply a history of what the job entails in terms of
tasks, personnel and skill requirements. This
allows one to make comparisons—to say that a
particular phase of the job is similar to that done
for Client A two years ago, etc. Having this history
available enables one to make more accurate pro
posals, which can mean both getting the job and
making a profit on it.
The dollar amount column can be based on a
billable rate or a cost rate per employee. While
the former eliminates a manual calculation, the
latter is useful if the firm has various billable mul
tiples on different clients. This situation may re
sult from different calibers of work required, or
from the fact that one is working for a govern
mental authority and only certain billable rates
are acceptable.
The second report from the EDP professional
time system (see exhibit 2) is the employee time
analysis by type of work. In selling one’s services,
it is often necessary to be able to determine direct
personnel expenses. These include not only payroll
taxes and other additional expenditures for an
employee but the portion of the employee’s salary
that was utilized for holidays, sick pay, business
promotion, etc. These factors are readily deter
mined from this report and enable the firm’s ad
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ministrator to ascertain the nonchargeable por
tion of staff time as well as to evaluate individual
staff members.
Given that a firm wishes to use a computer for
its timekeeping, the following basic information
will be required:
□ Range of clients’ account numbers. (Num
bers must be assigned to all accounts.)
□ Range of staff members’ numbers and hourly
billing or cost rates.
□ Partners’ names and numbers, if partner re
sponsibility is to be added to billing reports.
□ Classification of chargeable time with num
bers assigned to each classification.
□ Classification of nonchargeable time with
numbers assigned to each classification.
Timeliness is the heart of good billing and is
facilitated by a good timekeeping system. Prompt
paying clients are trained, not born. Bills should
be sent out promptly and on approximately the
same day each month to convey the impression
Exhibit 1—Detailed Billing Report
Office
Bec.

Page 250

8-31-79
Client name
Pu-c-p

Project
Number 82500

Employee
Number
Name
035
Wyson N.
061
Krandenburg H.
062
Kroches P.
074
Surtz J.
074
Surtz J.
074
Surtz J.
074
Surtz J.
080
Bageser D.
080
Bageser D.
080
Bageser D.
217
Traverman L.
217
Traverman L.
217
Traverman L.
Nonpartners’ total time

that professional fees, like any other charge,
should be handled in a businesslike manner. Fees
should not be allowed to accumulate before being
billed because the larger debt can become a burden
to a client. Occasionally, it may be necessary to
go along with a client for awhile until the client
becomes established. Even so, increasing the debt
in small doses makes the amount more palatable.
The use of a good professional time reporting
system can aid in fee collection and can increase
profitability. Add to this a good engagement letter
or a contract that has been thoroughly discussed
before starting the engagement, immediate follow
up of tardy payment to determine if any modifica
tion is required in the method of providing the
service or in the total services rendered, and the
fees should flow through the firm in as orderly a
manner as their computation flowed through the
computer.
-by Jeanne Zweig, CPA
Philadelphia

Task
code
00
08
00
00
01
04
09
00
07
33
01
02
04

Current month
Hours
Amount
.00
.00
.00
.00
.00
.00
26.00
310.18
35.79
3.00
2.00
23.86
41.75
3.50
.00
.00
.00
.00
1.00
11.42
26.00
181.22
44.50
310.16
.00
.00
106.00
914.38

Beginning to date
Hours
Amount
1.50
21.06
11.50
93.03
3.00
39.30
124.50
1,485.28
13.00
155.09
9.00
107.37
77.54
6.50
79.94
7.00
6.00
68.52
11.42
1.00
181.22
26.00
717.90
103.00
163.79
23.50
3,201.46
335.50

093
Henshaw A.
Partners’ total time

20

2.00
2.00

43.26
43.26

2.00
2.00

43.26
43.26

Administration
Special research
Project program
Survey
Cost and budget
Promotion
Project travel
Plans

00
01
02
04
07
08
09
33

26.00
29.00
44.50
2.00
.00
.00
3.50
1.00

310.18
217.01
310.16
23.86
.00
.00
41.75
11.42

136.00
39.00
103.00
32.50
6.00
11.50
6.50
1.00

1,625.58
336.31
717.90
271.16
68.52
93.03
77.54
11.42

Nonpartners’ total time by type of task
Administration
20
Partners’ total time by type of task

106.00
2.00
2.00

914.38
43.26
43.26

335.50
2.00
2.00

3,201.46
43.26
43.26

Exhibit 2—Employee Time Analysis by Type of Work

8-31-79

Page 61

Employee
Type of work
Current
Year to date
Number
Name
Number
Description
hours
hours
074
Surtz J.
00
Administration
26.00
124.50
074
Surtz J.
01
Special research
3.00
13.00
074
Surtz J.
04
Survey
2.00
9.00
074
Surtz J.
09
Project travel
3.50
6.50
(Because of space limitations, data on holidays, sick pay, business promotions, etc., have been deleted from this printout.)
Employee totals
___
___
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Making Life Easier
Report Route Sheet

In the July issue of the Practicing CPA, we sug
gested that practitioners share their ideas with
others on ways to make running an accounting
practice easier and more rewarding. Well, here’s
a form that one firm finds helpful in controlling
report processing, so as to maintain an orderly
flow of work through the office.
Michael J. Grojean, CPA, of St. Louis, Missouri,
who sent the form to us, explains that the accoun
tant who prepares the original penciled copy of the
report is responsible for originating the route
sheet. Then, the person who performs a given task
(outlined on the route sheet) indicates that this
task has been completed by initialing and dating
the form in one of the spaces provided. The route
sheet is attached to the penciled copy and the final
typed copy at all times.
Mr. Grojean says that the route sheet allows the
firm to know at any time who prepared, reviewed
or proofread a given report; the dates on which
these jobs were performed; and when the final
copy was mailed or delivered to the client.
Often, forms or methods that are devised to ful
fill particular functions can be adapted by others
for different applications. With the tax season ap
proaching, now is a good time to exchange ideas.
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